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Magic Portal Logon Information

The website address used to access MAGIC is: https://portal.magic.ms.qov/irj/portal.
Note: If you have difficulty with viewing the training course, please review MAGIC
Technical Requirements on the MMRS website for compatibility issues.

If you have problems with your password, call the MMRS Call Center at 601-359-1343.
Select Option 1 (Security) Sub-option 1 (MAGIC).

Having password problems? Please
\- L dick on this link for help...

l' SSSSEpIS Acopustanity 5 (;5"' ‘./‘-),'r i 3

User* |

Password *

MAGIC is the Mississippi Accountability System

for Government Information and Collaboration.

If you need access oradditionalinformation

please go to the hitp:/iwww. mmrs state. ms.us
website.

Once you log into MAGIC the following screen will appear.

Page 3 of 35


https://portal.magic.ms.gov/irj/portal
http://www.dfa.ms.gov/dfa-offices/mmrs/mmrs-applications/magic-technical/
http://www.dfa.ms.gov/dfa-offices/mmrs/mmrs-applications/magic-technical/

8202 — LSO Training Coordinator Guidelines V3 08/07/2017

‘V‘ ;ﬂ-‘ H l i% Mississippi Accountability System for Government Information and Collaboration Loy off

History Favorites View Help Welcome: Katie Womack

= C |l C C = =

ployee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Training Coordinator Cen

Overview Universal Worklist Identity Management

Home > Overview Full Screen

MAGIC Information
<<< PRE PROD >>>

Asset Transfer Enhancement
Posted on Tuesday, July 21m 2015 at 10:30 am
When using T-Code ZFAA_SAGY, MAGIC will now

allow you to transfer more than 10 assets at a single
time. Click here for additional information.

To view previous MAGIC information, please review
the list on the MAGIC webpage.

If you are a state employee or contract worker and
would like to receive MAGIC Information via MASH,
send a request to: mash@dfa.ms.gov with

"MAGIC Email Request" in the subject line. You will

only need to send one email to be added to the v
email group and will receive the updates via email

< >

Book an Employee in Course

As your Agency’s Training Coordinator, you will have the ability to directly book one or more of
your employees into training sessions.

NOTE: Participants can only sign up for one occurrence of a course; they cannot choose several
occurrences at the same time.

Your Action... System Response...
1. Select the Training Coordinator tab. The Work Overview screen will appear.

H l IJ, Mississippi Accountability System for Government Information and Collaboration ‘ Log off

History Favorites View Help Welcome: Katie Womack

ployee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator
Overview Reports
= Participation
Work Overview
Booking, Prebooking, and Waitlist Monitor
Courses
A
Participation (LT ST
T Bookings Too Few Bookings (0} Course Capacity Reached (0) Too Man @ TooMany wallist Bookings (0
~ Services Bookings - Toa Few Bookings
Participation L ——
. M — View|(Standaraview] | =] Filler Settings
* Show Participant History EL Staus  Cause ofAlent  CourseiCourse Type  CurmentValue  Minimum capacity  Optimum capacity Maximum capacity  Course StatDate  Course Location
* Replace
* Rebook Participation
Last Relresh05/10/2016 12:07:47 pm CST Refresh [5] v
< 1>
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Your Action... System Response...
2. Select the Participation.
3. Select the Manage Participants. The Manage Participants screen will appear.
Manage Participants Help
I» ! % —
Select Manage
4 Previous
Available
= Selected
Find | Jin{ =]l [= EL Name Object Type Position org. Unit
Name OﬁemType Pasition Org. Unit
#
»
»
4
«

4 Previous || Nest ]

Your Action... System Response...
4. Type your employee’s last name in the
Find box to search for the employee(s)
you would like to book for a training
course.
5. Select Organizational Unit, Job,
Position or Person from the drop down
menu under the IN space.

NOTE: To enroll all of your employees,
place your org unit number in the “Find
“field and select your “Organization Unit”
from the drop down menu.
Select GO. The requested information will be returned.
7. Highlight the employee from the
“Available” box and select the arrow to
insert employee into the “Selected” box.
8. Select “Next” at the bottom of the screen. | The following screen will appear.

o
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Select Participants Manage Participation C

“ Previous || Next .l | Close ‘
Selected Participants
| BookNew Course for All || Prebook Course for Al
Name Object Type Position Org. Unit n
Womack , Kimberly G Person
Details
Booked Courses i Canceled Courses Prebooked Courses | Waiting List Courses
Cancel Participation
Course Part of Curriculum Delivery Method ‘Start Date ‘Course Duration Fee  Currency Settlement Method
[4 Previous |[Next p]| | [Close ] v
< | | >

Your Action... System Response...
9. Select the Book New Course for All. The course Catalog screen will appear.

Manage Participants Help | A
2 2
»— %y a b 3
Find Course Adjust Payment Details c
‘q Previous H Next .| | Back to Manage Participation ‘
) Display Selected Person (1)
Perlod:01/01/2016 - 12/31/2016 | Change Period
(* Searchin Course Catalog
" Keyword Search
Course Catalog
Course Group Delivery Methad Availability Start Date Location =
» Legacy Conversion 01011200
»  SOWS Catalog 1 010111900
» Unassigned Course Types

| >

<
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Your Action... System Response...
10. Select the SOMS Catalog. A list of agencies providing training will
appear.
e |
Manage Participants Help | A
I [ mmm— a b S e S—
Select Participants anage Participation Find Course Adjust Payment Details
|‘ Previous || Next .‘ | Back to Manage Participation
Period:0/01/2016 - 12/31/2016
_  Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location n
P Legacy Conversion 01/01/1900
w SOMS Catalog 01/01/1800
P Dept of Employment Security Cat... 01/01/1900
P Finance and Administration Cata... 01/01/1800
p Dept of Human Senices Catalog 01/01/1900 L
P W2 Development Authority Catalog 01/01/1900
» Department of Health Catalog 01/01/1900
P Public Employees Retirement Sy... 01/01/1900
P State Personal Board Catalog 01/01/1800
b SPBADMINS 01/01/1900
P Unassigned Course Types
v
<[ | >
Your Action... System Response...
11. Locate the agency providing the training A list of training Course Groups will appear.
course.
Browse the Course Catalog for the course, or
select the radio button for “Keyword Search.”
The results of your search are displayed in a
window on the same screen.
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Manage Participants Hep | A
» (] E— s D 2 s g
Select Participants Manage Participation Find Course Adjust Payment Details Manage Participation
| 4 Previous H Next .‘ | Back to Manage Participation
Period:01/01/2016 - 12/31/2016
(e Search in Course Catalog
(" Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location n
b SAAS 01/011900
» PROFESSIOMAL DEVELOPM... 01/0111900
b STIMULUS 360 01/0111900 ™
b ACCESS CHAMNEL FOR EM... 01/0111900
P MATAJCONTRACT AWARD 01/01M1900
w* SPAHRS 01/011900
P SPAHRS MAMNAGE CONT... Instructorled Training 01/0111990
P SPAHRS HUMAN RESO... | Instructor-led Training 01/01/1990
w* SPAHRS PAYROLLATQZ | Instructor-led Training 01/01/11990
= SPAHRSPAYROLLA... 15 Places Available 0412212016 WOOLFOLK
= SPAHRS PAYROLLA... 13 Places Available 04/26/2016 WOOLFOLK
P SPAHRS TRAVEL TRAINI... Instructor-led Training 01/0111990 a
= COGNOS 01/0111900 v
<[ ] >
Your Action... System Response...
12. Select the box next to the Course and The course is highlighted.
training date you would like your
employee(s) to attend.
13. Select Next. A cost summary of the course screen will
appear.
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Manage Participants Help

» ] a b — 3

@Boo':j:mc:“rse Settlement Method Seftlement Details Fee Curren =
Next Back to Manage Participation Iﬁ
Your Action... System Response...

14. Select Book. Participation was successfully booked
message will appear at the top left of the
page.

15. Select Next to finalize the booking. The “What would you like to do next?” screen
appears. At this point you may add more
people by clicking on the link to “Select more
People to Manage Patrticipation.”

16. Select the Close.

Prebook an Employee in Course

Prebooking can be used if there are not any courses scheduled or if the scheduled dates are not
convenient. Prebooking is expressing interest in attending a course at a later date.

Courses that meet your employees’ prebooking criteria will appear in their Messages and Notes
section when they are scheduled. Employees can book themselves in those courses at that
time by selecting the course title or date link for the session they wish to attend and following the
standard booking procedure from the "8203 LSO Employee Self Service Guidelines” located on
the MMRS website under LSO Training Materials. Only one prebooking may exist for a given
course in a specified time period. Their Prebook lists will reflect the most recent data entered.

NOTE: Participants can only sign up for one occurrence of a course; they cannot choose several
occurrences at the same time.

Your Action... System Response...
1. Selectthe Training Coordinator Tab. The Work Overview screen appears.
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1 A H l i), Mississippi Accountability System for Government Information and Collaboration Log off

|| A
4 Back History Favorites View Help

Welcome: Katie Womack

= = |~

ployee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator Cen

Overview Reports
Training Coordinator Overview > Participation Full Screen

Work Overview =
Booking, Prebooking, and Waitlist Monitor =l El

Courses
N 5 ~
Participation SERDEIITS ml
CDrrespDndEnce Bookings Too Few Bookings (0) Course Capacity Reached (0) Too Man (0) Too Many Waitlist Bookings (0
— G Bookings - Too Few Bookings
Participation Change Query Define New Query Personalize
* Manage Participants View:] [Standard View] w || Printversion || Export4 Filter Setings
* Show Participant History EL Status CauseofAlet CourseiCourse Type CurrentValue Minimum capacity ~Optimum capacity Maximum capacity Course StartDate  Course Location
* Replace Participation
* Rebook Participation
Last Refresh05/10/2016 12:07:47 pm CST Refrech [E] Vv
< >
-
Your Action... System Response...
2. Select Participation.
3. Select Manage Participants. The Manage Participants screen will appear.
Manage Participants Help
i 2 P —
Select icil Manage Part i Confirmation
Available
Selected
I Find] Jin] \"’|I - EL Name Object Type Position Org. Unit
Name Object Type. Position Org. Unit
N

2 a M
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Your Action...

System Response...

4. Type your employee’s last name in the
Find box to search for the employee(s)
you would like to book for a training
course

5. Select Organizational Unit, Job,
Position or Person from the drop down
menu under the IN space.

NOTE: To enroll all of your employees,
select organization unit number.

o

Select GO.

The requested information will be returned.

N

Highlight the employee from the
“Available” box and select the arrow to
insert employee into the “Selected” box.

8. Select Next.

» ' un —

Select Participants Manage Participation

[4 Previous |[Mext p]| | [Close |

Selected Participants

Book New Course for All I Prebook Course for All I

MName Object Type

Womack, Kimberly G Person

Details

Booked Courses Canceled Courses Prebooked Courses

Cancel Participation

Course Part of Curriculum Delivery Method

Previous || Next Close
e |[reeet ] | [Close]

<

Waiting List Courses

Start Date

- ==

~

Position Org. Unit

Course Duration Fee  Currency Settlement Method

Your Action...

System Response...

9. Select the Prebook Course for All.

The course Catalog screen will appear.
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Manage Participants Help N
1= - B S
Select Participants Manage Participation Find Course Adjust Payment Details Manage Participation Confirmation
‘1 Previous H Next .l | Back to Manage Participation ‘
Period:01/01/2016 - 12/31/2016
(® Searchin Course Catalog
(" Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location n
b Leg_acy Conversion 01/011200
p SOMS Catalog I 01/011900
# Unassigned Course Types
v
< | >
Your Action... System Response...
10. Select the SOMS Catalog. A list of agencies providing training will
appear.
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N

Manage Participants Help | N
» e ] b E —
Select Paricipants anage Participat Find Course Adjust Payment Details anage Participation Confirmation
|4 Previous || Next .‘ | Back to Manage Participation

p Display Selected Person (1)
Period:01/01/2016 - 12/31/2016 | Change Period

(# Search in Course Catalog

(" Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location n
P Legacy Conversion 01/01/1900
w S0MS Catalog 01/01/1900
» Dept of Employment Security Cat... 01/01/1900
» Finance and Administration Cata... 01/01/1900
b Dept of Human Semvices Catalog 01/01/1900
P WS Development Authority Catalog 01/01/1900 | |
» Department of Health Catalog 01/01/1900
P Public Employees Retirement Sy... 01/01/1900
b State Personal Board Catalog 01/01/1900
b SPBADMINS 01/01/1900

P Unassigned Course Types

<| | >

Your Action... System Response...
11. Locate the agency providing the training A list of training Course Groups will appear.
course.

Browse the Course Catalog for the course, or
select the radio button for “Keyword Search.”

The results of your search are displayed in a

window on the same screen.
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‘4 Previous H Next "

| Back to Manage Participation

Period:01/01/2016 - 12/31/2016

p Display Selected Person (1)

( Search in Course Catalog

(" Keyword Search

»

4 v v v v -

v v v w v

Course Catalog

Course Group

W Finance and Administration Cata...

GENIE

SAAS

PROFESSIONAL DEVELOPM...
STIMULUS 360

ACCESS CHANNEL FOR EM...
MATAICONTRACT AWARD
SPAHRS

} SPAHRS MANAGE CONT...
b SPAHRS HUMAN RESO...
b SPAHRS PAYROLLATOZ
p SPAHRS TRAVEL TRAINI...
COGNOS

PROGRAMMING

M3 ENTERPRISE LEARNIN...
PAYMODE

DFA-MMRS STAFF ONLY

Change Period

Delivery Method

Instructor-led Training
Instructor-led Training
Instructor-led Training

Instructor-led Training

Availability

Start Date

01/011900
01/01/1900
01/011900
01/01/1900
01/011900
01/01/1900
01/01/1900
01/01/1900
01/01/1990
01/011990
01/01/1980
01/01/11980
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900

Location n

Your Action...

System Response...

12. Select the box next to the Course and
training date you would like your
employee(s) to attend.

The course is highlighted.

13. Select Next.
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Manage Participants Help

_ a b

I»

Find Course Prebook Course for All

|‘ Previous H Tiext p| ‘ Back to Manage Participation ‘ | Prebook ‘

p Display Selected Person (1)

Selected Course: SPAHRS MANAGE CONTRACTS TRAININ

IPrsferred Location: | I

Preferred Language: = |English -
Preferred Start Date: = t
Preferred End Date: = t

|q Previous H Next ;l ‘ Backto Manage Farticipation ‘ | Prebook ‘

Your Action... System Response...

14. Select I by the Preferred Location in
order to select the location for the
employee to attend. This is not a required
field.

15. Select the Preferred Start Date and
Preferred End Date to select the location
and dates you would prefer for the

employee.
16. Select the Prebook. “Participation prebooking was successful”
message will appear at the top of the page.
17. Select Next. The final confirmation screen appears.

18. Select Close.

Canceling Course Bookings

As an Agency Training Coordinator, you can also use the “Manage Participation” function to
cancel your employees from trainings.

Your Action... System Response...
1. Select the Training Coordinator tab. The Work Overview screen appears.
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U H l |3’ Mississippi Accountability System for Government Information and Collaboration Log off

AN~

4 Back History Favorites View Help

Welcome: Katie Womack

= = = = = =

ployee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator

Overview Reports

Training Coordinator Overview > Participation

Work Overview

Bocking, Prebooking, and Waitlist Monitor
Courses

|
Participation Ll CTETEs ]
Correspondence Bookings Too Few Bookings (0) Course Capacity Reached (0) Tao Man (0) TooMany Waitlist Bookings (0
~ Services Bookings - Too Few Bookings
Participation Change Query Define New Query Personalize
* Manage Participants View! [Standard View] w | PrintVersion || Export 4 Fiter Setings
* Show Participant History L Stalus CauseofAlert Course/CourseType CurrentValue Minimum capacity Opfimum capacity Madmum capacity Course StartDate  Course Location
* Replace Participation
* Rebook Participation
o o]
Last Refresh05/10/2016 12:07:47 pm CST Refresh [] V|

< 1>

Your Action... System Response...
2. Select Participation tab
3. Select Manage Participants tab.

Manage Participants

Select Partic| Manage Confirmation

‘Available
Selected
Find| Jin] =[] B Name Object Type Position Org. Unit
Name Object Type Position Org. Unit
©
4
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Your Action...

System Response...

4. Type your employee’s last name in the
Find box to search for the employee(s)
you would like to cancel a training course.

5. Select Organizational Unit, Job,
Position or Person from the drop down
menu under the IN space.

If you'd like to cancel all of your direct
reports, just place the first four digits of
your org unit number followed by an
asterisk (*) in the “Find” field and select
your “Organizational Unit” from the drop-
down menu.

o

Select GO.

The requested information will be returned.

7. Highlight the employee from the Available
box and select the arrow to insert
employee into the “Selected” box.

8. Select the Next.

Manage Participants

» ! ua —
Select Wanage
Selected Participants
Book New Course for All H Prebook Course for All
Name Object Type Pasition Org. Unit
Womack, Katheryn Berry Person WO01611590 WO161
Details for Womack , Katheryn Berry
Booked Courses (2) Canceled Courses (0) Prebaoked Courses (1) Waiting List Courses (0)
Course Part of Curriculum Delivery Method Start Date Course Duration Fee  Currency Seftlement Method
SPAHRS MANAGE CO... Instructor-led Training 05/01/2016 Days 2/ Hours: 6.00 0.00 Free af Charge
ACCESS CHANNEL FO... Static Online Training 05/09/2016 Days 0/Hours: 0.00 0.00 Free of Charge
v
< >
Your Action... System Response...
y - . - P
9. Select the box next to the employee’s The name and information are highlighted,
y . . ' ege
name. and the employee’s current training activities

will populate in the bottom box.

10. Select the box next to the course name.

The course is highlighted.
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Your Action...

System Response...

11. Select the Cancel Participation.

A pop-up window will appear asking you to
select a reason code for the cancellation.

Course:

SPAHRS MAMAGE COMTRACTS TRAINING

Cancellation Reason: |

=]

Cancellation Price/Currency: |

0.00] | [u]

Cancel

Your Action...

System Response...

12. From the drop down arrow select a
cancellation reason.

13. Select OK.

Participation cancelled message will appear
at the top of the page.

14. Select Next.

The Confirmation page will appear.

15. Select Close

Change or Cancel Course Prebookings

As Agency Training Coordinator, you can also use the “Manage Participation” function to change
or cancel your employees from their prebookings or modify their existing prebookings with a new

date or location.

Change Prebooking

Your Action...

System Response...

1. Select the Training Coordinator tab.

The Work Overview screen appears.
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UR. H l I), Mississippi Accountability System for Government Information and Collaboration Log off

1| 2
4 Back History Favorites View Help

Welcome: Katie Womack

= = = = = =

ployee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator

Overview Reports

Training Coordinator > Overview > Participation

Work Overview

Booking, Prebooking, and Waitlist Monitor
Courses

~
Participation LI —
Correspondence Bookings Too Few Bookings (0) Course Capacity Reached (0} Too Man: (0) TooMany Waitlist Bookings (0
~ Services Bookings - Too Few Bookings
Participation Change Query Define New Query Personalize
* Manage Participants View] [Standard View] w || Printversion || Exporta Filter Setings
* Show Participant History Bl Status CauseofAlet Course/Course Type  CurrentValue  Minimum capacity Opfimum capacity Madmum capacty Course StariDate  Course Location
* Replace Participation
* Rebook Participation
o O
Last Refresh05110/2016 12:07:47 pm CST Refresh [5] v

< >

Your Action... System Response...
2. Select Participation tab
3. Select Manage Participants tab.

Manage Participants Help
Select iciy Manage Confirmation

Available
Selected
| 7t G I B Name Object Type Position Org. Unit
Name Object Type Position Org. Unit
©
4
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Your Action... System Response...
4. Type your employee’s last name in the
Find box to search for the employee(s) for
which you would like to change a
prebooking training course.
5. Select Organizational Unit, Job,
Position or Person from the drop down
menu under the IN space.

If you'd like to change all of your direct

reports, just place the first 4 digits of your

org unit number and an asterisk (*) in the

“Find” field and select “Organizational

Unit” from the drop-down menu.

Select GO. The requested information will be returned.

7. Highlight the employee from the Available
box and select the arrow to insert
employee into the “Selected” box.

8. Select the Next.

- _mm

o

Manage Participants Help | A
1 2
I» g -
Select Participants Manage Participation
‘( Previous H Next p| ‘ Close ‘

Selected Participants

Book New Course for All ” Prebook Course for Al

Name Object Type Position Org. Unit
Womack , Katheryn Berry Person W01611590 W0161

Details for Womack , Katheryn Berry

Booked Courses (1) Canceled Courses (1) Prebooked Courses (1) Waiting List Courses (0)

Delete Prebooking I Change Prebooking ‘I

Course Preferred Location Preferred Language Period

Your Action... System Response...
9. Select the box next to the employee’s The name and information is highlighted and
name. the employee’s current training activities will
populate in the bottom box.
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Your Action...

System Response...

10. Select the Prebooked Course tab.

11. Select the box next to the course name.

The course is highlighted.

12. Select the Change Prebooking button to
modify.

The Change Prebooking window will appear
which gives you the option of changing the
Preferred Location, Preferred Start and End
Date.

Course:

T~

SPAHRS MAMAGE CONTRACTS TRAINING

Preferred Location: |

[ml

Preferred Language: |Eng|ish

Kd

Preferred Start Date: ™

06/01/2016 H 7

Preferred End Date: =

1113072016 |E 7

m Cancel |

Your Action...

System Response...

13. Select L& by the Preferred Location in
order to select the location for the
employee to attend. This is not a required
field.

14. Select the Preferred Start Date, and
Preferred End Date to select the location
and dates you would prefer for the
employee.

15. Select OK.

The prebooking data has been changed
message will appear at the top of the page.

16. Select Next.

The final confirmation screen will appear.

17. Select Close.

Cancel Prebooking

Your Action...

System Response...

1. Select the Training Coordinator tab.

The Work Overview screen appears.
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Log off

l'l ;JH‘ H l I), Mississippi Accountability System for Government Information and Collaboration

Welcome: Katie Womack

4 Back History Favorites View Help

|~ |~

ployee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator

Overview Reports

Training Coordinator = Overview > Participation

Work Overview

Booking, Prebooking, and Waitlist Monitor
Courses

- - A
Participation GIELNEILIEIE ml

Bookings Too Few Bookings (0) Course Capacity Reached (0) Too Many Pi {0) Too Many Waitlist Bookings (0

Correspondence

~ Services Bookings - Too Few Bookings
Change Query Define Mew Query Personalize

Participation
Filter Settings

View [Standard View] = || PrintVersion || Export 4

EL sStatus CauseofAlen Course/Course Type  CurrentValue  Winimum capacity  Optimum capactty  Maximum capacity

* Manage Participants
* Show Participant History Course StartDate  Course Location
* Replace Participation

* Rebook Participation

Last Refresh05/10/2016 12:07:47 pm CST Refresh 5] v
1>

<

Your Action... System Response...

2. Select Participation tab
3. Select Manage Participants tab.

Manage Participants

2] 3 -4
-
Manage F Confirmation
Available
Selected
Go
| 7t I ~ | | ER Name Object Type Position Org. Unit
Name Object Type Position Org. Unit

A« FH
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Your Action... System Response...
4. Type your employee’s last name in the
Find box to search for the employee(s)
you would like to cancel a prebooking
training course.
5. Select Organizational Unit, Job,
Position or Person from the drop down
menu under the IN space.

If you'd like to cancel all of your direct

reports, just place the first 4 digits of your

org unit number and an asterisk (*) in the

“Find” field and select “Organizational

Unit” from the drop-down menu.

Select GO. The requested information will be returned.

7. Highlight the employee from the Available
box and select the arrow to insert
employee into the “Selected” box.

8. Select the Next.

o

Manage Participants Hep | A
1 2
I A -
Select Participants Manage Participation
[ Previous | [Next p| | [Close |

Selected Participants

Book New Course for All ” Prebook Course for Al

MName Object Type Position Org. Unit
‘Womack , Katheryn Berry Person W01611590 W0161

Details for Womack , Katheryn Berry
Booked Courses (1) Canceled Courses (1) Prebooked Courses (1) Waiting List Courses (0)

p—
I Delete Prebooking I Change Prebooking

Course Preferred Location Preferred Language Period

Your Action... System Response...
9. Select the box next to the employee’s The name and information is highlighted, and
name. the employee’s current training activities will
populate in the bottom box.
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Your Action...

System Response...

10. Select the Prebooked Course tab.

11. Select the box next to the course name.

The course is highlighted.

12. Select the Delete Prebooking.

A Delete Prebooking window will appear.

Delete prebooking?

Yes W

Your Action...

System Response...

13. Select Yes.

The prebooking has been deleted message
will appear at the top of the page.

14. Select Next.

The final confirmation screen will appear.

15. Select Close.

Course Assignments

A Course Assignment does not book your employees into a course; it merely places the course
in their Messages and Notes section telling them to book the first available session of the

training.

Course Assignments are a way to tell your employees they need to book a course or there is
training that is strongly recommended for them to attend.

Your Action...

System Response...

1. Select the Course Administration tab.
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T I\

ll'—“Hli')J

History Favorites

=

Training Administrator

Mississippi Accountability System for Government

4 Back View Help

E

HR Administrator

ions Analytics Training Coordinator

Overview Reports

e Administration > Overview > Participation
Work Overview
Booking, Prebooking, and Waitlist Monitor

Courses

Information and Collaboration Log off

Welcome: Katie Womack

=

Central Training Administrator

= = ~
Participation CHEIHLLEL D !
c Bookings Too Few Bookings (0) Course Capacity Reached (0) Too Many Prebookings (0) Too Many Waitlist Bookings (0
orrespondence
Catalog Bookings - Too Few Bookings
Content Administration Change Query Define New Query Personalize
— G View] [Standard View] w || Printversion || Exporta Filter Seftings
E Status  Cause ofAlet  Course/Course Type  CurrentValue  Minimum capacity Optimum capacity Maximum capacity Course StartDate  Course Location
Participation
* Manage Participants
* Manage Mandatory ignment:
* Show Participant History
* Mandatory Assignments Report
General
* Display Course Catalog
Last Refresh05/11/2016 10:08:03 am CST Refresh [5] v
<| [>
Your Action... System Response...
2. Select the Participation link.
3. Select the Manage Mandatory The Manage Required Course screen will
Assignment link. appear.
Manage Required Courses Help
TS 1 2" 3 4 -l
Select Persons signment Confirmation
[~ RVaTABIE
Selected
Find [in] [=] ‘ EL Name Object Type Position Org. Unit
Name Object Type Position Org. Unit
i
4
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Your Action... System Response...
4. Type your employee’s last name in the
Find box to search for the employee(s)
you would like to manage a required
training course.
5. Select Organizational Unit, Job, Position
or Person from the drop down menu
under the IN space.

If you'd like to manage required training
for all of your direct reports, just place the
first 4 digits of your org unit number and
an asterisk (*) in the “Find” field and select
“Organizational Unit” from the drop-down
menu.
Select GO. The requested information will be returned.
7. Highlight the employee from the Available
box and select the arrow to insert
employee into the “Selected” box.

o

8. Select Next.
9. Select the box next to the employee’s The name and information are highlighted.
name.
Manage Required Courses Help
» ! i —-

M
Select Persons Change Assignment

Name Object Type Position Org. Unit
i ‘Womack , Katheryn Berry Person W01611590 Wo181

Required Courses for : Womack , Katheryn Berry
Activities

E. Name Start Date End Date Booking Available Assigned via Assigned on Action

Your Action... System Response...
10. Select the Select New Required Course | The Course Catalog screen will appear.
button.
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Manage Required Courses Help | A
P — a — E—
Find Course
‘ Next .| ‘ Back to Change Assignment
p Show Selected Objects (1)
Periad:01/01:2016 - 12/31/2016
(@ Searchin Course Catalog
(" Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location
» Legacy Conversion 01/011900
l b SOWMS Catalog l 01/011900
» Unassigned Course Types
v
< >
Your Action... System Response...
11. Select the SOMS Catalog. A list of agencies providing training will
Manage Required Courses Help | A
I» a 4
Find Course
4 Previous ‘ Next ;‘ | Back to Change Assignment
p Show Selected Objects (1)
Periad:01/01/2016 - 12/31/2016
(= Search in Course Catalog
(. Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location
b Legacy Conversion 01/0111900
w S0MS Catalog 01/01/1900
¥ Dept of Employment Security Catalog 01/011900
b Finance and Administration Catalog 01011900
b Deptof Human Services Catalog 01/01/1900
b MS Development Authority Catalog 01/01H1900
» Department of Health Catalog 01/01H1900
»  Public Employees Retirement Sys. Catalog 01/0111900
b State Personal Board Catalog 01/01/1900
b SPBADMINS 01/011900
b Unassigned Course Types
v
< >
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Your Action... System Response...
12. Locate the agency providing the training A list of training Course Groups will appear.
course.
Browse the Course Catalog for the course, or
select the radio button for “Keyword Search.”
The results of your search are displayed in a
window on the same screen.
Manage Required Courses Help | A
I» —— a — I
Find Course
Previous |Nex\ .‘ |EacktnChangeA55\gnmem
Period:01/01/2016 - 12/31/2016
® Search in Course Catalog
Keyword Search
‘Course Catalog
Course Group Delivery Method Availability Start Date Location -
w SOMS Catalog 01/0111300
b Dept of Employment Security Catalog 01/0111900
w  Finance and Administration Catalog 01/0111900
b GENE 01/0111900
P SAAS 01/0111300
» PROFESSIONAL DEVELOPMENT 01/0111300
P STIMULUS 360 01/011300
P ACCESS CHANNEL FOR EMPLOYEES 01/0111900
P MATAJCONTRACT AWARD 01/0111900
w SPAHRS 01/011300
P SPAHRS MANAGE CONTRACTS T... Instructor-led Training 01/011990
» SPAHRS HUMAN RESOURCEST... Instructor-led Training 01/011990
P SPAHRSPAYROLLATOZ Instructor-led Training 01/011990
» SPAHRS TRAVEL TRAINING Instructor-led Training 01/0111390 v
< >
Your Action... System Response...
13. Select the box next to the name of the The course is highlighted.
training Course Type to be assigned.
14. Select Next. The assignment screen will appear.
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Manage Required Courses

— a b — 1t
Find Course Assign Validity Period
‘4 Previous H Next ,‘ | Backto Change Assignment ‘ ‘ Assign |
Assigned Required Course : SPAHRS MANAGE CONTRACTS TRAINING
Name Org. Unit Position Start Date End Date
Womack , Katheryn Berry W0161 W01611580
‘q Previous H Next ;‘ | Backto Change Assignment ‘ ‘ Assign |
Your Action... System Response...
15. Select the Change Validity Period for All | The Change Validity Period for All window will
button. appear.
Start Date: ﬁ
End Date: E
[
Your Action... System Response...

16. Select the State and End Date.

17. Select OK.

18. Select Assign.

A summary screen will appear.
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Manage Required Courses

g ! o —

Selact Persons Change Assignment

Selected People, Org Units, or Positions

Select New Required Course
Name Object Type
Womack, Katheryn Berry Person

Required Courses for : Womack , Katheryn Berry

B Name Start Date End Date
SPAHRS MANAGE CONTRACTS TRAINING 0511172016 073072016

Pasition

W01611580

Booking Available

Org. Unit
Wo161
Assignedyia Assigned on Action
051112016 Will Be Assigned

Your Action...

System Response...

19. Select Next.

20. Select Next.

The activity was completed successfully
message will appear at the top of the page.

21.Select Close.

Mandatory Assignments Report

As well as making mandatory course assignments to your employees, you can also run a brief

report to check on their progress.

Your Action...

System Response...

1. Select the Course Administration tab.
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l‘l 'F', H [ i_\, Mississippi Accountability System for Government Information and Collaboration

4 Back History Favorites View Help

= = = -

ns Analytics Training Administrator HR Administrator Training Coordinator Central Training Administrator

Log off

Welcome: Katie Womack

Overview Reports

se Administration > Overview > Participation

Work Overview

Booking, Prebooking, and Waitlist Monitor
Courses

A
Participation SELDELIES Bl
e Bookings Too Few Bookings (0) Course Capacity Reached (0) Too Many (0} Too Many Waitlist Bookings (0
Catalog Bookings - Too Few Bookings
Gontent Administration Change Query Define New Query Personalize
«~ Services View: [Standard View] « || PrintVersion || Export 4 Filter Settings
E Status  Cause ofAlet  Course/Course Type  CurrentValue  Minimum capacity Optimum capacity Maximum capacity Course StatDate  Course Location
Participation
* Manage Participants
* Manage Mandatory Assignments
* Show Participant Historv
* Mandatory Assignments Report
General
* Display Course Catalog
a a
Last Refresh05/11/2016 10:54:41 am CST Refresh [5] v

<[ 1>

Your Action... System Response...

2. Select the Participation link.

3. Select the Mandatory Assignment The Manage Required Course screen will
Report link. appear.

Manage Required Courses
Menu 4 4 [save as variant

Select. Criteria
Souse Toe ——

Learmner Type -

[ show Organizational Units

[ "] show Indiv. Required Courses

W b | Peaciony B, | mepeadoo
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Your Action... System Response...
4. Select P Person from Learner Type drop
down box.
5 Select the beside the Learner ID The Person search screen will appear.
field.

Person (1)

Search Term Structure Search = Ownership matchcode (non applicable) PDC error indicator Personnel ID Mumber |7 C}

-

Your Action... System Response...
6. Enter the employee’s last name in the
search field.
"!“ The search results will appear.
7. Select the==,
8. Select the employee’s name. The row is highlighted.

The Learner ID field populates with the
employee’s personnel number.

10. Select Execute. The resulting report will show you the
employee’s mandatory assignments and
whether they have booked or completed
them.

9. Selectthe Lﬂ to confirm your selection.

Employee Training Transcript

As the Agency Training Coordinator, you can run your employee’s training transcript at any time.

Your Action... System Response...
1. Select the Training Coordinator tab. The Work Overview screen appears.
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L/ Vg 1 . L -
l‘l o H l l)‘ Mississippi Accountability System for Government Information and Collaboration Log off
4 Back History Favorites View Help Welcome: Katie Womack
i i r - — - g »
E E - E E i E
Home Employee Self-Service External Learner General Applications Training Coordinator Course Administration Training Administrator Central Trainir -

Training Coordinator = Overview > Courss Full Screen
Work Overview —
Worklist of Courses =]
Courses
Participation SERDELITS
Courses This Week (306) Next2Weeks (0) This Month (0) NextMonth (0
Correspondence
Course Follow-up Last 2 Weeks (0) Last bonth (0}
Services
Courses - This Week
Course
Change Query Define New Query F
Manage Course Participation = T = =
View] [Standard View] = | ‘ Changs Course | | ‘ Manage Participation | | | Correspondence Worklist ‘ | | Fallow-Up | | ‘ Firmly Book ‘ | | Print Version Fiter
General Seftings
Display Course Catalog BL Course Name Status of Course Preparation Capacity  StartDate, Time  Location [a]
==
ASCP ONLINE ORIENTATION o3
PROCUREMENT OVERVIEW & NAV-ELEARNING L]
‘ EMPLOYMENT DISC & WORKPLACE HARR o) oca
‘ ETHICS IN STATE GOVERNMENT - ONLINE o)
APPROVAL USING WORKFLOW -ELEARNING o oca

=
0]

LastRefresh 05/11/2016 01:32:16 pm CST Refresh [5]

Your Action... System Response...
2. Select the Reports tab. A listing of reports will appear.

“‘ ;' H [ i_\‘ Mississippi Accountability System for Government Information and Collaboration e

History Favorites View Help Welcome: Katie Womack

Home Employee Self-Service External Learner General Applications Training Coordinator Course Administration Training Administrator Central Trainir -
Overview Reports

Training Coordinator > Reports > Reports Full Screen

] >

Participation Courses
Course Transcript Report Course Schedule
Generates Transcripts for all Partcipants Display the schedule for courses specified.
Course Dates
Displays Booking approvals for all Participants Generates a list of course dates scheduled per course type in the period specified.
Pariicipant List Resource List per Course
Generate a list of internal and external participants of all courses selected Create a list of required resources (rooms, instructors, and other resources such as training materials) for

Bookings per Participant all courses in the period specified.
Course Prices

Generates a list of courses booked for an internal or external participant in a specified period.
Participation Prerequisites Generate a list of internal and external course prices.

alistofthe required for in courses of one or more course types for a
specified period.

Participants Qualifications
Generate z list of an attendee’s qualifications.
Prerequisites Matchup

Reportto carry out a qualifications matchup to compare the actual qualifications of a participant with the
qualifications required for participation in a course.

Prebookings per Course Type

Generate a list of all prebookings made for one or more course types in a specified period.
Prebookings per Participant

Generates a list of all prebookings made for individual or group parficipants.
Participants for Rebooking

This report lists bookings that still need to be rebooked. This means any participants that were registered
for the course but who did not receive a place either because maximum capacity had been reached or
because the course was canceled.

Participation Statistics v

<] 1>
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Your Action... System Response...
3. Select the Course Transcript Report The Prompts screen will appear.
link.

Web Inteligence ~ [ ) = B =X o é - LJ o &~ ['hﬁ Track ¥ Drl 7'?'1 Fiter Ear}t Freeze - B Outlne VREadng ~ Design @ -

Prompts

Prompts Summary Course Start Date (optional)

Attendee Type (Single, Optional)

5/19/2016
) Attendee (Multi Single Values) | E|I
Username

<>

=
£

Bl

Personnel subarea
Organizational Unit (Selection Opl
Course Program

Course Group — L
Course Type s certification Staty 4
Course :
Course Result

Course Object Type
Course Type Object Type
Personnel Area (auth)
Calendar Year

Participant Last Name v

< > PS

OK Cancel

|
<
[2 Course Transcript Admin Ver.

Course Transcript Admin Ver. = | M 4 Pageloflt » M| |E Bl 100% =~ & 11 days ago

Your Action... System Response...
4. Selectthe Course Start Date and enter
the current date.

Web Inteligence - |. b [;' B = .E‘ # [i:c] é = |.-1 o @~ |."-_£ Track ¥ Dril 77,‘ Fiter Bar]t Freeze #H Outine VReadng}' Design @ -

‘D . Document Summary - «

<>

6"

Prompts @3{

Prompts Summary Participant Last Name (optional)

Attendee Type (Single, Optional; -
Attendee (Muti Single Values) A Refresh Values "o
Usemname To see the content of the list, click the Refresh values LIl
button.

Personnel subarea i
Organizational Unit (Sefection Op.
Course Program

[
o8

=

Course Group ———
. sertification Statu |
Course Type 4 s " 4
Course

Course Resut

Course Object Type

Course Type Object Type | ‘ ﬁ o
Personnel Area (auth)
Calendar Year

v
Course Start Date 5/19/2016

OK | Cancel

[
<
[ course Transcript Admin Ver.

Course Transcript Admin Ver. ~ | M 4 Pagetloft b M||iE E‘ 100% ~ 2 11 days ago
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Your Action... System Response...
5. Select the Participant Last Name and
enter the employee’s last name in all
capital letters.

The employee’s last name appears in the left

6. Select J to search for the employee. hand box.
7. Press G to move the name to the
box on the right.
8. Select OK. The transcript appears for all people with the

same last name.
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